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workmg Title el NO 

7. ACTION REQUESTED 
ESTABLISH DISPOSITION STANDARD; El RECORD WILL CONTINUE TO ACCUMULATE. 

8. Earliest & Latest Dates of Series 9. Exact Series Title 

DISPOSE OF PRESENT ACCUMULATIONS; 
NO FURTHER ACCUMULATION ANTICIPATED. 

1971 - t o  Date SEZ SEPARATE S E R I E S  DESCRIPTIONS 
0. What is the function of the office in which this record series is created 

The Executive Staff Division, headed by the  Executive Secretary, i s  responsible 
for  providing a broad var ie ty  of staff services for the  Governor and the  other 
executive offices.  The Division schedules the  Governor's appointments, answers 
h i s  correspondence, provides general f i s c a l  and offices services.  The Division also 
provides l i a i s o n  with the S ta te  Legislature, agency heads, and the public,  as well 
as occasionally representing the Governor at functions which he i s  unable t o  attend. 
The Division maintains a research section which undertakes and executes special  projects 

1. This file contains the following documents (include form numbers and titles, if any, and file arrangement): 

SEE SEPARATE SERIFS D E S C R I P T I O N S  AND D I S P O S I T I O N  RECOMI~ZNDAInIONS 

NOTE: These f i l e s  s e r i e s  are  located i n  the off ices  of the Executive Secretary, t he  
Legal Counsel, and the  Steno a hers '  Pool as well as the Research Section. AXCJ'SAMPLES OFYHE FILE 

- ~- 
arm: AR-5LL71 (Rev. 72) 

~~ 



~~~~ 

- YES 

13. Is this the Record Copy of the series? [ X I  

[ X I  

- -  . .  QUESTlONNAlRE Place am “x” in the Pmper EoliimrL If answer iS ‘TF-5:’ p h s e  OPlaiO 

L4. Is there a duplication of this series i n  another office or agency? Stenographer’s information is  

15. Is the information contained in this series ever summarized or published? Attach copy of summary or publication. [ ] 
found i n  all off ices ,  as  are  materials for’publ ic  d i s t r ibu t ion  

16. Does the series contain classified information requiring security handling? There are a number of EX1 

[ X I  
confidential  materials,  par t icu lar ly  i n  the  confidential  f i l e s  s e r i e s  

an ef fec t  on executive decisions 

of past decisions 

17. Does the series initiate, amend or terminate agency policies and procedures? Some materials have 

18. Could the function be performed if  the files were lost or destroyed?Series provides documentation 

:9. Is the series (or major portion of it) regularly microfilmed? If yes, why? 

!O. Does the record series provide data as input to an EDP file? 

!l. Does the record series contain documentation produced as EDP printout? 

12. Has the Federal Government issued instructions governing retentionldisposition of these files? 

3. Wil l  there be a need for these records 10, 15 years from now? If yes, what? Some have h i s t o r i c a l  value[X] 

[XI  

[ I  

[ I  

[ I  

[ I  

‘4. REQUIREMENTS. The following requires the files to be kept s e e s e ~ z t e y e a r s :  
recornendat ions 

a. [ ] STATE b. [ ] STATUTE OF c. [ ] AUDIT d. [ ] FEDERAL e. [ ] ADMINISTRATIVE f. [ ] HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

(Cite Law, Statute, or other reason for the retention requirement) 

!5. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off at the end of each 
-[ ] CALENDAR YEAR -[ ] FISCAL YEAR -[X 3 Other See separate recommendations. then: 

[ ] Hold in the current files area -~ 
[ 3 Transfer to [ ] State Records Center [ ] Local Holding Area; hold yeark): 

[ ] Transfer to State Archives for permanent retention. 

month(s)/L..- year(s): 

[ ] Destroy. 

[ 3 Destroy immediately after cut-off. 
[ 3 Other: (Specify) 

(Indicate briefly rationale for recommendations abovelor write additional remarks): 

16. Recommendations 

.. 

25 are: [ JApproved [ 3 Disapproved I scmT 
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, Records Rctcntion Schcdulc . .  ~ 

March 1, 1973 

EXECUTIVE DEPhRRlENT 
Exccutive S t a f f  Division 

The Esccutive Staff Division. hcndcd hy the Executive Sccretary, is rcspons- 
ible for providing a broad variety of staff services. The Division schedules 
the Governor's appointmcnts, answers his correspondcnce, provides general 
ftscal and office serviccs. The Division also provides liaison with the 
State Lrglslature. agency heads, and the public, as well as occasionally 
rcprrscnting the Governor at functions which he is unable to attend. The 
Division maintains a research section which undertakes and executes special 
projects. 

A w l  
~ No Descrip t Disposition 
73-95 EXECUTYVE APPOINTEES RECOMMENDATIONS Cut off at end of term of 

FILES - Documents relating to which Governor; then retire to 
persons shall be appointed to the State Archives. 
various executive offlces by the APPROVED : 
Governor. Includes recomcndntions 
of and for candidates, requcs'ts for 
consideration for appointment, eval- 
uations of candidates and appointees 
and related papers. The file is 
arranged alphabetically by name of 
board, conmiseion, etc. 

73-96 EXECUTIVE SECRETARY'S CORRESPONDENCE 
FILES - Documents relating to all Cut off at end of term of 
phases of the Executive Secretary's Governor; then retire to 
duties. Includes, but is not limited State Archives. 
to, memos, correspondence, and related APPROVED: 
papers between the Executive Secretary 
and the officials of the Executive 
Department, other state agencies 
and officials, and private persons. 
The series is arranged alphabetically 
by County. 

73-35 EXECUTIVE CENTER SUBJECT FILES - 
Documents relating to the activity 
schedules of the Governor and his 
family and the operation of the 
Executive Center. In ludes, but is 
not limited to, plans of events, 
schedules, invitations and related 
correspondence, requests for inter- 
views, memos, Executive Center 
policies, procedures and inventories. 
Related materials NOT included in 
the series are Center Security Book, 
Center Entertainment Card File. 
The f i l e  is arranged in sections: 
Correspondence, alphabetically by 
County; Subject, alphabetically 
by subjectlname of occasion. 

Cut off at the end of each 
calendar year; then hold in 
current files area until end of 
term of Governor; then retire 
State Archives. Earlier dispos- . 
ition is authorized. 
APPROVED : 

._ 
I 


